Information for Job Applicants

Thank you for your interest in working with Hanover.  This guide has been written to assist you with your application.

Application From

Please can you complete all sections of the application form, which can be downloaded, as fully and accurately as possible.  Please can you complete the form as concisely as possible as there is a character limit in place on some of the boxes and be advised that we do not accept CVs or additional continuation sheets to those stated on the application form.  Please also ensure that you have indicated clearly the post for which you are applying on Section 2 of the form.
 
Once you have completed your application form, then please send an electronic submission to recruitment@hanover.org.uk either by clicking on the submit button or by attaching the form to an email; the option you select may depend on your operating system or email package.  We recommend that you save a copy of the form beforehand in case of any system or transmission issues.  Once received we will review and assess your application to see if you meet the essential attributes contained in the job description and person specification.

Acknowledgement

Please be advised that it is not our practice to acknowledge receipt of application forms or to contact candidates who have not been selected for interview.

Closing Date

We will contact you within 2 weeks of the closing date to advise you if you have been short-listed, but if you have not heard from us within this timeframe please assume that you have not been short-listed on this occasion.

The Interview

The interview panel is normally made up of 2 people who will ask questions relating to the requirements of the job and your application. The panel keeps a record of their assessment of each candidate so that the reasons for their decisions are clear, consistent and objective. In addition, Hanover conducts tests and other forms of assessment in appropriate circumstances and you may therefore be asked to undertake such exercises as part of the selection process.
Positive about Disabled People
As a user of the two ticks disability symbol we guarantee to interview all disabled applicants who have made their disability known to Hanover on the Equality and Diversity monitoring section of the application form and who meet the minimum criteria for a vacancy.  The Person Specification associated with a vacancy will state essential and preferred requirements of which the essential requirements will form the minimum criteria.

Pre-employment checks
All offers of appointment are subject to the following pre-employment checks:

References
Offers of employment are normally subject to the receipt of 2 satisfactory written references, which should include your current or most recent employer(s).  Please note that in certain circumstances we may also reserve the right to ask you to provide the name(s) of one or more additional referee(s) covering the last five years.
Satisfactory medical clearance
Please note that for certain positions, and to establish whether a function which is essential to the job (such as lone working, night working and working at heights) can be carried out, successful candidates may be required to complete a health questionnaire which will be referred in confidence to our Occupational Health Advisors.  In these instances the offer of employment would also be subject to satisfactory health clearance.
Disclosure from the Criminal Records Bureau (CRB).
Please note that some positions are subject to a Criminal Records Bureau disclosure, for instance if the position requires contact with vulnerable adults. If this is a requirement of the post it will be specified in the job advert.
Storage of Data

The information gathered from completed application forms will be processed by the Hanover Group and will be used solely in the recruitment process. For unsuccessful applicants it will be retained for 6 months from the closing date. Such information may include details relating to equality and diversity and may be used for internal monitoring and will not be disclosed to any 3rd party.
We hope that you will be successful in your application – if, however, you are unsuccessful, please do not be discouraged from re-applying as your skills and experience may be ideally suited to our next vacancy.
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